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1. Is there a person in your agency who is responsible for coordinating and overseeing the implementation of the records management program? (36
3 CFR 1220.34(a))

1 + Yes

2 X No 0 0%
k] 3 Do notknow 0 0% |
Total 1

2, Please provide the person's name, position title, and office.

& ¥ 3o dyears 0 0%
3 » 1ta 2 years 0 0%
4 ¢ Less than a year 1] 0% |

Total 1 ‘

.4, Does your agency have a documented and approved records management directive(s)? (36 CFR 1220.34(c))
|

1  Yes e e e e A k. 1 100%

2 / Mo, pending final approval 0 0%
3 .~ No,under developmant 0 0%
4 X No 0 0%
5 ¢ Da not knaw o 0%
Total 1 |

£ L SR NER
1 o FY 2016 - present
2 S FY 2014 -2015

|
3 W Framz-zma o 0%
4 X FY 2011 or earlier 0 0%
5 % Donatknow a 0% |
7 3 Notapplicable, agency does nat have a records management directive 1] 0% !
Total 1 I

6. Does your agency have a network of designated employees within each program and administrative area who are assigned records management

responsibilities? These individuals are often called Records Liaison Officers (RLOs) though their titles may vary. (36 CFR 1220.34(d))

gLl

1 & Yos
2 ¥ No
3 ¢ Da notknaw

4 ./ Notapplicable, agency has less than 100 employees

5 " Not | le, Dep Officer - this is done at the component level

Total 1 |




7. Does your agency have Internal records management training*, based on agency policies and directives, for employees assigned records
management responsibilities? (36 CFR 1220.34(f)) *Includes NARA's records management training workshops that were customized specifically for your
agency or use of an agency customized version of the Federal Records Officer Network (FRON) RM 101 course.

1 " Yas

2 » No
3 +" Mo, pending fnal approval
4 /' No,under davelopment
5 3 Do notknow
B + Notapplicable, please explain
Total ' ) i - 1

Pl o ) wlm.

u.-.u..'ii-:»,:-lu; §7 i

8. Has your agency developed mandatory internal, staff-wide, formal training*, based on agency policy and directives, which helps agency employees
and contractors fulfill their recordkeeping responsibilities and covers records in all formats, including email, text messages, chat, or other electronic
communication messaging applications or platforms such as social media or mobile device applications?** (36 CFR 1220.34(f)) ‘*Includes NARA’s
records management training workshops that were customized specifically for your agency or use of an agency customized version of the Federal
Records Officer Network (FRON) RM 101 course. **Components of departmental agencies may answer “Yes” if this is handled by the department.
Department Records Officers may answer “Yes” if this is handled at the component level.

1 v Yes T ! 100%

|

|

2 W Na o % i
3 " Mo, pending final appraval o % |
4 " No, under development o 0% !
5 ¥ Do notknaw o 0% |
Total 1 |

|

9. Does your agency require that all senior and appointed officials, including those incoming and newly promoted, receive training on the importance of
appropriately managing records under their inmediate control? (36 CFR 1220.34(f))

I. - . W Yes

2 » No
3 * Da notknow
Total

e

Vi ‘1‘_‘

1 ¥ Yes
2 3 No
k » No. pending final approval
4 » Mo, under development
5 % Do natknow
Total ) S

While EP& s Records Policy has always noled that recards can be crealed in any formal, the policy was revised lo emphasize lext messages as one of those formals. AII Scmor Officals are briefed py me Mu ncy Records Officer or their RLO ang |

itis made clear that the creabon of a record is based on the content of the infarmation, not the farmat. EPA has a guidance document and an FAQ for saving recards on mobile devices. This 1o stafloy R ds Alerts, |
Days, and ¥ Training and is posted on the Agency's Records Management website, EPA revised its Records Managemant Policy In February 20!5 ta include the faliowing Iangulqa in
addition o sending an alert ta the records network and posting the informaton on the invanet: "EPA strongly discourages the use of perscnal email or other p Il systems, incl g text gona | mobile
| device, for sending of receiving Agency records, but 1o the extent such use occurs, the individual creating or sending the record from a non- EPA electronic mnmwng lyﬂem must copy their EPA email account at the time nfnnsm-worl ar |
forward that record o their EPA email account within 20 days of creating or sending and il must be saved as a record using EZ Email R . or another app ing system.” In addition, in December 2014, the Agency developed a |
checklist for S g and that reminds EFA personnel of all the locations and media where records may be localed. EPA are o this farm and save the records into an Agency |
| recardkeeping system ‘befare they transler orleave the Agency. They musl also have the form signed by their supervisor and RLO. Senior Officials’ checklists must e signed by their respective Information Management Officials (IMOs) belore |
thay lrave the Agancy lo ensure that all records are captured into a recardkeeping system or tumed over 10 SUcCessors,




12. In addition to your agency's established records management policies and records schedules, has your agency's records management program
developed and implemented internal controls to ensure that all eligible, permanent agency records in all media are transferred to NARA according to
approved records schedules? (36 CFR 1222.26(e)) ** These controls must be internal to your agency. Reliance on information from external agencies

{e.g., NARA's Federal Records Centers) or other organizations should not be considered when responding to this question, * Examples of records

management internal controls include but are not limited to: »  Regular briefings and other meetings with records creators «  Approval process for
handling transfer notices from Federal Records Centers e Monitoring and testing of file plans ¢ Regular review of records inventories s Internal
tracking database of permanent record authorities and dates

~ Yes
2 » No
3 +" Mo, pending final approval
4 ~ No,under development
5 » Do not know

Total 1

13. In addition to your agency's established policies and records schedules, has your agency developed and implemented internal controls to ensure
that Federal records are not destroyed before the end of their retention period? (36 CFR 1222.26(e)) ** These controls must be internal to your agency.
Reliance on information from external agencies (e.g., NARA's Federal Records Centers) or other organizations should not be considered when
responding to this question. * Examples of records management internal controls include but are not limited to: e  Regular review of records

inventories »  Approval process for disposal notices from off-site storage »  Require certificates of destruction ¢  Monitoring shredding services

e  Performance testing for email » Monitoring and testing of file plans ¢  Pre-authorization from records management program before records are

destroyed ¢  Ad hoc monitoring of trash and recycle bins »  Notification from facilities staff when large trash bins or removal of boxes are requested
Annual records clean out activities sponsored and monitored by records management staff

i
T

- Reaponse

T

1  Yes

RIS )

2 X No 0 0%

3 " No. pending final approval 1] 0%

4 +/ No, under development ] 0%

5 » Do natknow o 0% |
Total 1 |

14. Does your agency evaluate, by conducting inspections/auditsireviews, its records management program to ensure that it is efficient, effective, and
compliant with all applicable records management laws and regulations? ** For this question, your agency's records management program, or a major
component of the program (e.g., vital records identification and management, the records disposition process, records management training, or the
management of your agency's electronic records), must be the primary focus of the inspection/audit/review.

o Yes

1

2 % No. please explain 0 0%

k] » Do notknow o 0%
Talal 1

15. How often is your records management program, or a major component of your program, evaluated for compliance with agency records

management policies and procedures?

" Every 1-2 years

2 ./ Every 3-4 years o 0%

3 . Every 5 years o 0% |

4 % More than every 5 years el 1 100% i

5 ¢ Do not know a 0% |
o 0%

; » Notapplicable, agency does not its records

Total Y




16. Was a formal written report prepared as part of the most recent inspection/auditiraview?
| _ |

2 o

3 X Do notknow 0 0%

5 3 Notapplcable, agency does not eval its records. 9 prog ] 0%
Tatal 1

17. Do your agency's evaluation procedures include creating plans of corrective action that are monitored for implementation?

i
1 % Yes
2 ¥ No 4]
3 ¥ Donatknow Q 0%
4 3 Not applicable, agency does not its records prog +] 0%
I Total 2 v

18. Has your agency established performance goals for its records management program? *Examples of performance goals include but are not

limitedto: e  Identifying and scheduling all paper and non-electronic records by the end of FY 2017 ¢  Developing computer-based recards
management training modules by the end of FY 2017 ¢  Planning and piloting an electronic records management solution for email by the end of FY
2017 e Updating records management policies by the end of the year »  Conducting records management evaluations of at least one program area
each quarter

o

TS AR AT P
NS Sah

EIRERR R

1 o Yeu

1 100%

2 X No 0 0%

3 * Currently under development ] 0%

4 3 Do notknow Q %
— . 2 =T R = =5 = p

19. Has your agency's records management program identified performance measures for records management activities such as training, records
scheduling, permanent records transfers, etc.? *Examples of performance measures include but are not limited to: e Percentage of agency
employees that receive records management training in a year ¢ A reduction in the volume of inactive records stored in office space ®  Percentage
of eligible permanent records transferred to NARA In ayeare  Percentage of records scheduled ¢  Percentage of offices evaluated/inspected for
records management compliance ¢  Percentage of email management auto-classification rates «  Development of new records management training
modules «  Audits of internal systems «  Annual updates of file plans «  Performance testing for email applications to ensure records are captured

A s i b i 1

2 % No 0 0% |
3 .~ Curently under development o 0%
4 ¥ Do not know o %

Total 1

20. Does your agency'’s records management program have documented and approved policies and procedures that instruct staff on how your
agency’s permanent records in all formats must be managed and stored? (36 CFR 1222.34(e))

1 o« Yes (PSS ISR SeEm i Ss 1 100%

2 % No [} %
3 " Mo, pending final approval o 0%
4 ./ No, under development o 0% |
5 % Do not know [ 0% |

Total 1




21. Has your agency Identified the vital records of all its program and administrative areas? (36 CFR 1223.16) *Departmental agency components may

answer “Yes" if this is handled at the department level,

PG T

1 o Yes S 1 100%
2 x Nao o 0%
3 ¥ Do notknow [1] 0%

Toral 1

1 " Annually [ TSNP —— 1 100% |
2 " Every 2-3years 1} 0% |
3 . Every 4 -6 years ] 0%
4 ¢ Newver Q 0%
5 ¢ Do natknow ] %
Total 1
1

23. s your vital records plan part of the Continuity of Operations (COOP) plan?

3 3 Do not know

Total . . ) . : |

;( Yes

2 » Ne o %

3 » To some extent o 0%

4 3 Do notknow o 0%
o e : = ; i

X Yes |
2 % No 0 0% |
3 ¥ Mo, penaing final approval ] 0% I
4 3 No, under development Q 0%
| 5 % Do not know 0 0% |
= E— : B S : |

i |

1 }( Are the same person 0

2 X Coordinate clasely logether [T N SRR ) 1 100%
3 ¥ Know each other but do not work together ] 0%

Total 1




28. The FOIA Officer can find records needed to respond to a FOIA request. Select on the sliding scale a number between 1 and 5, with 1 being with
difficulty and 5 being easily.

29. Does your agency use software or other technology to process, track, de-duplicate responsive records, redact records, and respond to FOIA
requests?

RE— R
I 7 P AR
] Li e AR PONISA, [ 11y )

1 X Yes 1

2 * No o 0%

3 3 To some exiant '] 0%

4 3 Do notknow (] 0%
Total 1

30. Please list the software or other technology used by your agency to process, track, de-duplicate responsive records, redact records, and respond
to FOIA requests.

31. Do FOIA programs throughout your agency have standard operating procedures for the entire FOIA process including intake/triage, fees, expedited
processing, search, review, estimated dates of completion, and response?

i

1 ¥ Yeos

2 » No

3 » Ta some extent o 0% |

4 ¥ Under development o 0% |

5 3 Do notknow 0 0% |
Tatal . . 1

32. Have FOIA programs throughout your agency identified performance measures for FOIA activities? *Examples of performance measures for FOIA
programs include but are not limited to: Number of pages processed Reduction in response times Reduction in backlog Increase in proactive disclosures

1 » Yes |

2 X No 0 o% 5

3 X To some extent i 1 100%

4 3 Under development ] 0%

5 ¢ Do notknow o 0% |
S g " - . - : == : |

1 3 Do notknow how 1o what p ara noeded o 0%

2 % My agancy has performance measures but not specific o FOIA [} 0%

3 » Do nat understand the question a 0%

4 3 Other, please explain [1] 0%
o

Total

it ke
R




34. Do FOIA programs throughout your agency alert requesters to the dispute resolution services offerad by the Office of Government Information
Services (OGIS)*? *The Office of Government Information Services (OGIS) is a FOIA resource for both the public and the Government. Congress
mandated OGIS with reviewing agency compliance with FOIA, identifying policies and procedures for improving FOIA compliance, and providing
mediation services to resolve FOIA disputes between Federal agencies and ragquestors.

L — 1 100% |

1 > Yes
2 » Ne 0 0% |
3 » Do notknow 0 0%

.
=Sl A Y ) £y

1 % Yes T —
2 » Ta some extent
3 3 No
Total ' ' o 1

2 X Ne 0 0% |

|
3 * Ta some extent a % |
4 ¥ Do not know 0 0% |

Total 1 ‘

; 2 AP A 8 Dt S ik 40 EXCA AT
EPA posts all he program's and region's essential (vital) records on a COOP network share drive as well as a COOP
during an actual emergencyidisaster,

38. Are records and Information in your agency managed throughout the lifecycle [creation/capture, classification, maintenance, retention, and
disposition] by being properly identified, classified using a taxonomy, inventoried, and scheduled? {36 CFR 1222.34, 36 CFR 1224.10 and 36 CFR 1225.12)

2 % No 0 0%
3 / Tasome extent ——————i 1 100%

4 ¥ Do notknaw [i] 0% |
. Total . ; i - ] 1

bl el A
o 0%

1 / Yes, all records are easily retrievabla and accessible when needed

2 " Mostrecords can be retrieved and accessed in a timely manner R e s s s st 1 100%

3 . Some records can be retieved and accessed in a bmaly manner ] 0%

4 % Na 0 0%
o

0%

5 % Do not know

Total 1




40.

When was the last time your agency submitted a records schedule to the National Archives of the United States?

R A

1 100%

X FY 2014-2018

2 » FY 2011-2013 1] 0%
3 % F 2008-2010 [ 0%
4 X FY 2007 or earier ] 0%

T 3 Do notknow, please explain o 0%
Tolal ' 1

41. Does your agency have permanent records that are 30 years old or older that are located in agency office space, agency-operated records centers,
andlor commercial records centers? (36 CFR 1235.12(b) and M-12-18))

k} » Do notknow 4] 0%
Total - ' - ' - v -
42. When do you plan on transferring these records to NARA?

1 X FY 2017

H ¢ FY 2018

a » FY 2019

4 » FY 2020 ] 0%

5 X ARer FY 2020 4] 0%
i [} ¥ Do netknow. please explain 1} 0%

43. Are you aware of the requirement to formally request permission from NARA to retain permanent records beyond that time specified in your
agency's NARA-approved records schedules as outlined in 36 CFR 1235.14 and 1235.167?

44, Does your agency disseminate every approved disposition authority (including newly approved records schedules and General Records Schedules
items) to agency staff within six months of approval? (36 CFR 1226.12(a))

2 X No 0 0% ;
3 % Do notknow 0 0% i

| Toal R . . R 1 |
|

.|

45. What method(s) does your agency use? (Choose all that apply)
I e AR 1if s | o i =4

1 ¥ Pastiainternal website or other shared imformation lacation

[P
2 X dum or email noti [EIRPHTEE S 1
A ATl 3 it i

3 X Update raining materials
4 X Update records management policies and/or handbooks

5 3 Other, please explain




46. Did your agency transfer permanent non-electronic records to NARA during FY 20167 (36 CFR 1235.12)

o Yes
j 2 » No
| 3 +/ Mo - No records were eligible for transler during FY 2016

4 ./ No-New agency, records are not yet old enough 1o transfer

5 + No - My agency does not have any permanent non-electronic records
& X Do notknaw

7 % Other, please explain

Total - ' ' 4

47. Did your agency transfer permanent electronic records to NARA during FY 20167 (36 CFR 1235.12)

2 4] 0%
4 + No - No electronic records/systems were eligible for ransfer during FY 20168 o 0%
5 ' No - New agency, electronic records/systems are notold enough to transfar 0 0%
¥ » Do notknow o 0%
8 ¥ Other, please explain o 0%
;I 9 .+ No - My agency does not have any pearmanent electronic records o 0%

T = corig = : 5

3 » Donotknow
Total 1

2
3 % Donotknow
4

[+]
3 Notapplicable, my agency does not have any permanent electronic records o 0%

Total 1

L]
3 » Do notknow o 0%
4 3¢ Notapplicable, please explain 1] 0%
: = LTI, o e e e oo oy st i N — P




51. What method(s) does your agency use to track its permanent records? (Choose all that apply)
R = e e i = W . S ) 5.'

! il : §
1 3 Rely on Federal Records Center notifications

2 3 Maintain an inventory 0 0%
3 X Database or other aulomated tracking 1 1G0%
4 3 Manual racking o 0%

3 Cther, pleasa explain

2

e - Cuit. N o, L . = % : - e

The Natanal Records Managemant Program (NRMP) works with NARA staff 1o track the annual move of permanent slectronic and ne-alactronic records due b ransfar lo NARA. Each year, the NRMP sonds a reminder about e requirement la |
the ALOs. RLOs wark with their program or region to ensure that the permanent records are not subject to any hisgation holds. FOLA or congressional req Transfer d is prep by NRMP in i with RLOs. Next |

- HRMP works with NARA staff o ransfer paper records from FRCs and electronic records via ERA or ather approved methods, :

52. Does your agency conduct, and document for accountabllity purposes, exit briefings for departing senlor officials on the appropriate disposition of
records, including email, under their immediate control? (36 CFR 1222.24 (a)(6) and 36 CFR 1230.10(a & b))

o \r::
2 ./ Yes, butnot documented 0 0% |
3 % No 0 0%
| 4 % Do not knaw o 0%
5§ " Wolapplicable, please explain 0 0%

Total

53. Is the Agency Records Officer and/or Senior Agency Official for Records Management involved in exit briefings or other exit clearance processes
for departing senior officials?

2 » No a 0% |

3 * Do notknow 0 % I
Toul 1

54. Does the exit or separation process for departing senior officials include records management program staff or other designated official(s)
reviewing and approving the removal of personal papers and copies of records by those senior officials? (36 CFR 1222.24(a)(6))

S
2  No, please explain a 0%
3 » Do nat know V] 0%
Total 1

The Agency ped a checklist kar ing. Transh ar d Py | that raminds them of the locations and media where records may be located. EPA personnel are required to complete this form and save the records into an :

Agency recordkeeping systam befare they vansfer of leave the Agency. They must also have the form signed by their supenvisor and RLO, Senior Officials’ checklists must be signed by their respective IMO bafore they leave the Agency 1o
| ensure that all records are saved into a recordkeeping system or tumed over to successars. The completed and signed forms are maintained by the RLO.

56. Has your agency incorporated and/or integrated internal controls to ensure the reliability, authenticity, integrity, and usability of agency electronic
records maintained in electronic information systems? (36 CFR 1236.10)

S ke S e B i Bar HE dix SRR B S
. ‘I W Yes L P e S 1 100%
2 X No 0 0%
k] 3 Do not know 0 0% |
4 + Notapplicable. please explain 1] 0% |

Total 1




57. Does your agency have documented and approved pracedures to enable the migration of records and associated metadata to new storage media or
formats so that records are retrievable and usable as long as needed to conduct agency business and to meet NARA-approved dispositions? (36 CFR
1236.20(b)(6))

3 3 Do not know

Total f

58. Are records management staff involved in developing procedures to ensure that records are properly migrated from retired systems? (36 CFR
1235.20(b)(6))

X Yes
2 X No 0 0%
3 3 Do not know 1] 0%
4 ¥ Notapplicable, please explain 0 0%

Total ' - 1 ' ' 1

$9. Does your agency maintain an inventory of electronic information systems that indicates whether or not each system is covered by an approved
NARA disposition authority? (36 CFR 1236.26(a))

. " Yes

2 X No, please explain o 0%
3 ¥ Do nat know i} 0%

Total 1

60. Does your agency ensure that records management functionality, including the capture, retrieval, and retention of records according to agency
business needs and NARA-approved records schedules, is incorporated inta the design, development, and implementation of its electronic information
systems? (36 CFR 1236.12)

2 » No, please explain 0 0%
3 ¥ Do not know 1] 0%

|
4 . Notapplicable, please explain o 0% |

61. Does your agency’s records management program staff participate in the design, development, and implementation of new electronic information
systems?

AT
9 domwme E e : :
1 * Yes 0 0%

2 X To some extent [ S 1 100% |
3 3 Na, please sxplain o 0% |
4 » Do notknow ] 0%
5 ¥ Notapplicable, please explain o 0%

Total 1




62. Which of these activities does your agency's records management program staff participate in to ensure that records requirements are part of the
: recommended solution? (Choose all that apply)

1 xF pate in review and P of

2 3 Participate as in | h

3 ¥ Participate as stakeholder in design phase

4  Partici as stakeholder in develop phase including lesting the system

5. > Provide sign off authonty for the implementation of new systams a 0% |
3 3 Manitor system for adh o st , pelcies, and d o 0%

7 » Provide infarmabon only o 0%

8 3 Donotknow I} 0%

9 ¥ Other, plaase explain [+] 0%

ey

Py W

S

63. Does your agency have documented and approved policies and procedures In place to handle email records that have a
than 180 days? (36 CFR 1236.22)

BES T
: &lﬁf—:&’fﬁﬂ?}ﬂm'
100%
2 X No, please explain 0 0%
3 * Do not know o 0% |

Tatal

64. Does your agency have documented and approved policies and procedures to implement the guidelines for the transfer of permanent email records
to NARA described in NARA 2014-04; Appendix A, Revised Format Guidance for the Transfer of Permanent Electronic Records — Tables of File Formats
Section 9 - Email? (36 CFR 1236.22(e))

o Yes

2 % No i 0%
3 ¥ Do natknow [} 0%
Total 1

65. Do employees in your agency have more than one agency-administered email account? (NARA Bulletin 2013-03) * Examples of business need for
more than one agency-administered email account may include but are not limited to: Using separate accounts for public and internal correspondence
Creating accounts for a specific agency initiative which may have multiple users Using separate accounts for classified information and unclassified
information

|
|
1 1 100%
2 1] 0% l
4 3 Do notknow 1] 0%
i i . i : : = o o

66. Does your agency have documented and approved policies that address these types of accounts and that state that email records must be
preserved in an appropriate agency recordkeeping system? (36 CFR 1236.22)

' Yas
2 ¥ No 0 0%
3 » Da notknow o 0% .

Total ) 1




67. Does your agency allow the use of personal email accounts to conduct official business? (36 CFR 1236.22(b))

YT TR

Tk iy SRR
1
0 0%

3 » Do natknow o 0%

Total . 1 |

68, Does your agency have documented and approved policies that address the use of personal email accounts, whether or not allowed, that state that
a complete copy of all emails officers or employees create or receive in such accounts must be preserved in an appropriate agency recordkeeping

system and must be forwarded to an official electronic messaging account of the officer or employee no later than 20 days after the original creation or

transmission of the record? (36 CFR 1236.22(b) and P.L. 113-187)

 Yes
| 2 X No 0 0% |
| 3 3 Do notknow 0 0% :
| - o - — — N S = z = : >

69. Does your agency's email system(s) retain the intelligent full names on directories or distribution lists to ensure identification of the sender and
addressee(s) for those email messages that are Federal records? (36 CFR 1236.22(a)(3))

3 ¢ Da notknow 4] 0%

Total ' '

¥ Captured and stored in an email archiving systam

2 3 Captured and stored in an el records system e ————— S ———————— 1 100% !

3 X Caplured and slored as PST o 0% |
& ¢ Prntanatie o 0%

5 X Netcapured and email is managed by the end-user in the nalive system o 0%

[ » Otner, please ba specific 1] 0%

1 " Yes +] 0%

2 X No = SR SR 1 100% i
| 3 * Do not know ] 0% |
| SR = —— e : — - A . |
| Total 1

72. Who evaluates, monitors, or audits staff complliance with the agency’s email preservation policies? (Choose all that apply)
R o .
L5

g BT |

U

1 3 Inspector General

2 ¥ Chiel informatian Oficer ‘
3 ¥ Agency Records Officer |
4 3 Other, please explain |

5 3 Do not know




73. How often does your agency evaluate, monitor, or audit staff compliance with the agency's emalil preservation policies?

¢ Every 6 months

1]
7 ¢ Every year ] 0%
3 3 Evary 2 years o 0% .
4 X Less trequently than evary 2 years 1] 0%
5 Do notknow o 0% :
[ > Notapplicable, agency does not audit staff compliance _ 1 100%

Total 1

74. Has your agency implemented a plan to use the “Capstone” approach for managing emall records as specified in NARA Bulletin 2013-02, Guidance
on a New Approach to Managing Email Records?

X Yes
2 b4 Mo, please explain o a%
3 X Do notknow [} 0% |

Total

P e
» Yes
2 No, please uxplain

3 ¥ Donctknow
4 X Notapplicable, already submitied NA-1005 to use GRS 6.1; Email M ged Undera C A

5 Notapphcable, planning to use GRS 6.1 but have not yet submitled NA-1005

Total

2 ® No 0 0% |
3 Do nat know 0 0% |
Total 1 |

100%

o 0%

3 X Do notknow 0 0%
ey . s S == e — o

78. Can your agency transfer permanent email records to the National Archives of the United States In accordance with agency records schedules or
General Records Schedules and NARA regulations and guidance?

o 1
a ¥ Da natknow o 0% !
Total ' 1 |

|




79. Is your agency able to decrypt permanent emall records before they are accessioned by NARA? ;
) - — B g - - R

1  Yes

2 » No
3 . Da notknow
Total 1

80. Does your agency have documented and approved policies and procedures In place to manage electronic messages including text messages,
chat/instant messages, voice messages, and messages created in social media tools or applications?

2 » No V] 0%

3 ¢ Do notknow o 0%
! 4 ¥ Other, please explain o 0% |
== = T PTERE i mo e S Sl g ==y - |

O s AR R e R b

Does your agency have an approved records schedule covering electronic messages including text messages, chat/Instant messages, voice
messages, and messages created in social media tools or applications that meet the definition of a Federal record?

3 x Do not know

Total 1

82. Which of the following best describes the steps your agency has taken to comply with metadata bulletin NARA 2015-04 Metadata Guidance for the
Transfer of Permanent Electronic Records to malntain metadata for permanent electronic records?

2 ¥ We have reviewed NARA Bulletin 2015-04 and are planning to o comply with NARA Bulletin 2015-04 RS ESSRSS SR S SRS S0 1 100% |

3 We have reviewed NARA 2015-04 but have not taken stops ta Implament it 1] 0% |
4 Wa have not reviewed NARA 2015-04 o 0%
5 % Donotknow 1] 0%
6 3 None of the above, please explain 0 0% |

Total 3

.‘f

e T ]

G |

83. Which of the following best describes the level at which your organization is responsible for defining records management metadata schema* for
use across systems that maintain permanent electronic records?  *A schemais a logical plan showing the relationships between metadata elements,
normally through establishing rules for the use and management of metadata specifically as regards the semantics, the syntax, and the optionality
(obligation level) of values (ISO 23081.1 s3 Terms and Definitions)

LR s
industry, or military standard)

e

i __:.;.ev_‘... Ak et
1 3 Myagency has adopted an extermal (e.g..} gani for Si (IS0, i

2 X Defining records management metadata schema is done at the department level and used enterprise wide (l.e. all antites within the department use the same one) S ——— 1 100% |
3 Defining records management metadata schema is done at the individual g M ffice level (i.e. each uses its own unigue one) [ 0%

4 X Asanindependent agency, recards management metadata schema Is defined and mandated for use across the agency by the Office of the Chief Information Officer 0 0% i

5 X My agency fiice does not have or use a metadata schema o 0% !
6 X Danotknow a %

i 7 ¥ None of the above, please explain o 0% |

= S = _ S S SRt g . = |

RET




84. Which of the following best describes your agency’s use of controlled vocabularies, thesauri, or term lists that ensure consistent data entry of
metadata?

ok MO A |
) Raspoda -'f-gﬁl
i

. Basporiag |

i A
e B R

YRS T
i o

e

1 ¥ My agency/component developed its own based an internal practces 5] 0% I
2 X My agencylcomponent has adopted an external standard (e.0., IS0, Industry, military standard) o 0%

3 X Convolled vecabulanes. thesauri. of term lists are defined by the department and mandated for use by all agenciesbureausiofices ] %
P ¢ glac:r agency, d bularies, thesauri, or term lists are defined and mandated for use across the agency by the Office of the Chief Information 0 o% !
5 M My does not use d ies, hesaur, or term lists R — 1 100%
6 Donotknow 1] 0%
7 X Nane of tho above, please explain 0 0% :

Total

Yo b L s S8 > Bigd THT ot

Regarding questions 74 and 75 about Capstane, EPA does plan la i P c and has itted Form NA 1005 to NARA for review and approval. We are ty explori ical opbons for impl JAs 1 o
Quesbon 67 abave, EPA does not stnclly prahibit, but strangly discourages the routine use of persanal email accounts to conduct official business, Specifically, EPAs policy states that. Official Agency business should first and foremost be done
on offcal EPA infarmation systems. EPA strongly discouragas the use of personal email or cther ging systems, i g text ging an a p mobile device. for sending or receiving Agency records, butlo the |
extent such use occurs, the individual craating or sanding the record from a non-EPA electronic massaging system must copy their EPA amail account atthe tme of ransmission or farward that recard to their EPA email account within 20 days of |
creabon or sending, |

86. Does your agency have an SAO for Records Management? (if you are a component of a department, you may answer
done at the component level,)

X Yes
2 ¥ No
3 » Do notknow
Tatal - 1

87. Does your Agency Records Officer meet regularly (four or more times a year) with the SAO for Records Management to discuss the agency records
: management program goals?

BF

1 * Yes
2 ¢ No 0 0% |
Total 1
| ]
1 X Yes- All retention schedules have been submitied and approved by NARA N 1 100%
2 W Yas- h have been itted and are panding NARA approval 0 0%
3 ) No-Retention schedules are in drafl form and have nol yel been submitted to NARA o 0% |
4 W No 0 0%
§ X Donotknow 4] 0% |
6 x Other, please explain v] 05.6 |

Total

B R T S
Ane wor g‘ﬂ'-‘["—i-“&

1 X Yes S 1 100%
2 % No 0 0% |
a ¢ Do not knew 0 0%

Total Y




90. Which method(s) does your agency use? (Choose all that apply)

1 3 Regular surveys

2 X Regularinventories Eats e s 1
|3 X Records g I sito . or audits of program offices
4 % Work with program managers to identfy new programs and related records P e 1 100% |
5 % Work with Privacy Officer and review SORNs (Systems of Records Notices) o e e el 1 w00% |
6 Work with FOLA Officer 4] 0% |
T ¥ Records Liaison Officers notily Agency Records Officer of new record senes S —C— 1 100% :
| a ¥ Require use and annual update of file plans [+] %
L] ® P in design and ret ol en $ystems and nole changes in records ] 0%
10 ) Outreach and awareness e e e T T CaTe g T, 1 100%
11 3 Other, ploase explain A —— e ————————T st mesan 1 100%

|
-, R : A E T S b Tl B e A 3 o
L 248 - O LA s R i ’ i e 3
| The ALOs and records contacts in each program and reglon feport any new programs of initiatives that may creale or receive new series of records fo the National Records Management Program (NRMP). The NRMP also reviews all |
i such as prog| reports, prog office waakly reports, mass mallers introducing new projects, EPA's website and public news source loaking for instances where new records senes might be created or received by EPA stafi

1 W Yes 0

2 X No ———————— 1
3 3 Do not know o 0% |
Total 1

3 » Do not know

Totul 1

" % Email

2 ¥ Administrative functions such as payroll, purchasing. and financial e e e« i 1 100%

1% i a lated functi b e AL b ik 1 100%
| 4 ¢ Omar, please explain 0 0%

5 » Donatknow [+ 0%

i £ 1tk oty

i
A

e RS ) 1 100%

0 0%
3 ¢ Do not know 1] 0%

Total 1




95. Will your agency use the new Records and Information Management Series, 0308, (job serles) released by the Office of Personnel Management in

-x Yes . |
2 %Mo 0 0% i
3 3 Donotknow Q 0%
4  Notapplicable, my agency does not use the General Schedul {GS)job d 4] 0%
Total 1

0
| 3 Do not know L] 0%
4 % Comments (Optional}: Please include in your comments how you use the RMSA 0

1 3 500,000 or more FTEs o 0% |
2 3 100,000 - 498988 FTEs 0 0% !
3 3 10,000 - 99,539 FTEs 1 100% |
4 3 1,000 - 8,999 FTEs 0 0%
5 * 100-999 FTEs o 0%
[ X 1-99 FTEs o 0% I
7 % NotAvailable o 0%

Total

99. What other staff, offices, or program areas did you consult when you completed this self-assessment? (Choose all that apply)
|
: ‘m : :’}Iﬁ_ W i nj@‘}g?}f»

1 X Senior Agency Official [ 1 100%

2 3 Office of the General Counsel A e e T g R A 1 100% |
3 ¥ Program Managers L 1 100% |
4 X FOIAOficer sl 1 100%

5 ¥ Information Technology staft o 0%

(1 X Rocords Liaison Officers or similar 0 0%

T X Administrative staff o % |
E:} 3 Orher, please be specific: S —— 1 100% |
L] ¥ None o 0% |

,.pvf T ﬁ TR

1 b e Unduranours 4] 0%
2 3 More than 3 hours butless than & hours 4} 0%
3 ¢ More than & hours butless than 10 hours o 0% |

4 % Over10hours e 1 100%

Total 1



101. Did your agency’s senior management review and concur with your responses to the 2016 Records Management Self-Assessment?

& %?E‘::ﬂ”"’""" L
- e STl amd L) 4 " r
1 X Yes 1
2 % No 0 0%
3 ¥ Do notknow 0 0%
Total 1
102. Please provide your contact information.
i 0y r{}’;!ﬂw 5470 RS TE B, e S ST - T S R o
2 fr‘ a_i AR, 4:«. s s AT S e Sl B A : RIGNEN 0
Jahn B. Ellis, CRM Envircnmental Protaction Agency 7 iali ellvs:ohn@epa qov 202-566-1643

103. Are you the Agency Records Officer?

TR

a5

105. Do you have any suggestions for improving the Records Management Self-Assessment next year?

| Mean Soora 92,00

| Score Standard Deviation 0.00
Waighted Mean of tems 0.84
Waoighted Standard Deviation of tems 133

tems 109.00




